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1 Introduction 
The CDFI Annual Certification Report will be used by the CDFI Fund staff to manage the CDFI 
Certification process.  Every certified CDFI must complete the CDFI Annual Certification Report within 90 
days after the close of their fiscal year.  
 
Important to note: 

 If the Organization’s legal entity documentation has changed, applicants are required to attach 
the new Legal Entity documents to confirm the changes before submitting the report.  

 Required data fields are typically indicated with a red bar (“ | “).  However, not all required 
fields are indicated as such; other fields may be required based on validation rules.   

 Errors and missing information are validated upon saving information and/or submitting the 
report. The errors may be identified in red at the top of the page and/or the fields are 
highlighted in red. All errors may not show up immediately but may be identified as initially 
identified errors are corrected.  

 The Development Services Related List must have at least one development service entry. 

 The Financial Data Related List must have ONLY one financial data record. 

 The Financial Product Portfolio Breakdown Related List must have at least one financial data 
portfolio entry. 

 

2 Purpose 
The purpose of this manual is to provide guidance to applicants so they may successfully submit a CDFI 
Annual Certification Report each year in AMIS. 
 

 

AE101: Getting Started – Navigating AMIS (for External Users) is a pre-requisite 
for this training manual. 

 
 

3 Create a New CDFI Annual Certification Report 
To create and submit a CDFI Certification Report: 
 

1. After logging into AMIS, you will see the AMIS Organization Detail page.  From the Organization 
Detail page, click the Certification related list. The link will direct you to the Certification section 
found toward the bottom of the page. Another option is to scroll down to the Certification 
section on the Organization Detail page. 
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Figure 1. Organization Detail Page – Certifications 

 
2. From the Certifications section, click the Certification Name link. The organization’s certification 

control number will display (XXXCEXXXXXX) as the Certification Name. 
 
 

 
Figure 2. Organization Detail Page – Certifications 

 
3. Click the CDFI Annual Certification Report related list. Select the New CDFI Annual Certification 

Report button to complete the required information. 
 

Click the Certifications 
Related List. 

Click the link. 
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Figure 3. Certification Detail Page - CDFI Annual Certification Report 

 
4. At a minimum, the CDFI must complete the required information on the page. Required data 

fields are indicated with a red bar (“ | “). 
5. Complete the required information on the page. 

Select the “New CDFI Annual 
Certification Report” button 
to complete annual reports. 
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Figure 4. CDFI Annual Certification Report Edit Page 

 

 
Figure 5. CDFI Annual Certification Report Edit Page 

 

Click the help “?” icons to display the full 
question next to each field. 

Based upon the responses in 
the  Legal Entity section,  

additional documentation may 
be required. 
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Figure 6. CDFI Annual Certification Report Edit Page (Continued) 

 
6. Select the Save button to save the data. 

a. An error message will appear if save is selected without completing all the required 
information. 

b. Correct the errors and select the Save button to save the record. 

 
Figure 7. CDFI Annual Certification Report Edit Page – Error: Invalid Data Message 

 
7. You will be directed to the CDFI Annual Certification Report Detail page with a message stating 

the report has been saved.  Also, Related Lists links are now displayed at the top of the page.  
Click on each related list link to complete the additional information required. 

Select the Save button to 
the save the records data. 

Correct the invalid 
data and select the 

Save button. 
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Note: In order to complete all the required information needed for the CDFI 
Annual Certification Report, applicants must complete all of the required 
information on the detail page as well as all of the required information within 
each related list circled below.  

 

 
Figure 8. CDFI Annual Certification Report Detail Page – Data Saved Confirmation 

 
 

8. Select the buttons to complete new related list records. 

 
Figure 9. CDFI Annual Certification Report Detail Page - Related Lists 

 

3.1 Complete the Development Services Related List 

 
1. From the CDFI Annual Certification Report Detail page, click the Developmental Services related 

list link. 
 

Related lists are now available 
at the top of the page. 

Click on each and 
complete all required 

information. 
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Figure 10. CDFI Annual Certification Report Detail Page – Data Saved Confirmation 

 
 

 
Figure 11. CDFI Annual Certification Report Detail Page - Development Services Related List 

 
2. Select the Developmental Services button. 
3. Complete the required information on the page and select the Save button. At least one 

Development Service must be entered in order to submit the report. 

Click Development Services 
related list. 

Select the button to 
add a new record. 
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Figure 12. New Development Services Edit Page 

 
4. You will receive a message stating the record has been saved.  Click the CDFI Annual 

Certification Report link to return back to the Certification Detail page. 
 

  
Figure 13. Development Services Detail Page 

3.2 Complete the Financial Data Related List 

 
1.  From the CDFI Annual Certification Report Detail page click the Financial Data related list link. 

 

Complete the information and select 
the Save button. 

Click the CDFI 
Annual Certification 

Report link. 
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Figure 14. CDFI Annual Certification Report Detail Page 

 

 
Figure 15. CDFI Annual Certification Report Detail Page – Financial Data Related List 

 
2. Select the New Financial Data button 
3. Select the appropriate financial data Record Type of new record from the drop down menu, 

based on the Organization’s entity type. 
4. Select the Continue button. 

Click the Financial 
Data related list. 

Select the button to 
add a new record. 
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Figure 16. Select Financial Data Record Type 

 

 
Figure 17. Financial Data Edit Page 

 
5. Complete the required information on the page. Users must submit only one Financial Data 

Record. 
6. Select the Save button to save the financial data. 

 
 

Select the Record type of new 
record based on the Organization’s 

Financial Institution type. 

Complete the information using 
the help ”?” icon to display the 

full question. 
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Figure 18. Financial Data Edit Page 

 
5. You will receive a message stating the record has been saved.  Click the CDFI Annual 

Certification Report link to return back to the Certification Detail page. 
 

Complete the financials and 
select the Save button. 
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Figure 19. Financial Data Detail Page 

 

3.3 Complete the Financial Products Portfolio Breakdown Related List 

 
1. From the CDFI Certification Report Detail Page, click the Financial Products Portfolio 

Breakdown related list link. 

 
Figure 20. CDFI Annual Certification Report Products Portfolio  

 
2. Select the Financial Products Portfolio Breakdown button. 

Click the CDFI 
Annual Certification 

Report link. 

Click the Financial 
Products Portfolio 

Breakdown related list. 



AMIS Training Manual – AE103-ACR 
February 2016 

 
 

16 of 22 
 

 
Figure 21. CDFI Annual Certification Report Detail Page - Financial Products Portfolio Breakdown Related List 

 
3. Complete the required information on the page and select the Save button. At least one 

Financial Portfolio Breakdown must be entered in order to submit the report. 
 

 
Figure 22. Financial Products Portfolio Breakdown Edit Page 

 
4. You will receive a message stating the record has been saved.  Click the CDFI Annual 

Certification Report link to return back to the Certification Detail page. 
 

Select the new Financial 
Products Portfolio 

Breakdown button to 
add a new record. 

Subtype may be required 
depending on the Type selected. 
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Figure 23. Financial Products Portfolio Breakdown Detail Page 

 

3.4 Complete the Related Attachments Related List 

 
1. From the CDFI Certification Report Detail Page, click the Related Attachments related list link. 

 
Figure 24. CDFI Annual Certification Report Detail Page 

Click the CDFI 
Annual Certification 

Report link. 

Click the Related 
Attachments related list 

link. 
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2. Select the Add Related Attachments button to add related attachment records. 

 
Figure 25. CDFI Annual Certification Report Detail Page - Related Attachments Related List 

 
3. Select the Browse button to upload an attachment. 
4. Select the Type of attachment from the drop down menu. 

a. The types of attachment include Legal Entity Documentation changes and Other. 
b. Enter a brief description of the attachment in the description field. 

 

 
Figure 26. Attach File Page 

Select the button to 
add a new record. 

Select the Type of 
Attachment. 
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c. If you answered No to the Legal Entity section questions on the CDFI Annual 
Certification Report Edit Page, shown in Figure 26. Legal Entity Documentation Changes 
Example, the Legal Entity Documentation changes Attach File and Type is required. 

 

 
Figure 27.  Legal Entity Documentation Changes Example 

 

 

Note: If Legal documentation changes have been made to the Organization 
Entity, this information was stated when completing the CDFI Annual 
Certification Report Edit Page as shown above in Figure 26. Legal Entity 
Documentation Changes Example.  If the questions listed in this section are 
“No”, the applicant must provide the details and attach documentation under 
the Legal Entity Documentation changes Type in the Attach File section. 

 

 
Figure 28. Attach File Page 

 
5. Select the appropriate Type and select the Attach File button to attach the document. 
6. You will be forwarded to the CDFI Annual Certification Report Detail page. 

a. Multiple attachments can be added, if needed, by repeating the steps in this section. 

Select the Attach File button to 
attach the document. 



AMIS Training Manual – AE103-ACR 
February 2016 

 
 

20 of 22 
 

 
Figure 29. CDFI Annual Certification Report Detail Page 

 

3.5  Submit CDFI Annual Certification Report  

Once all the required information has been completed on the detail page and in the corresponding 
related list, the CDFI Annual Certification Report can be submitted.  To submit the report: 
 

 
Figure 30. CDFI Annual Certification Report Detail Page 

 
1. From the CDFI Annual Certification Report Detail page select the Submit CDFI Annual 

Certification Report button. 
2. You will receive a pop up box message stating the Application has been received.  Select the Ok 

button. 

Completed CDFI Annual 
Certification Report 

Detail 

Select the button to submit the 
CDFI Annual Certification Report. 



AMIS Training Manual – AE103-ACR 
February 2016 

 
 

21 of 22 
 

 
Figure 31. Submitted Report Verification Message #1 

 
3. You will then receive an additional message stating that, once submitted, the data cannot be 

updated and asking you to confirm submission. Select the Ok button. 

 
Figure 32. Submitted Report Verification Message #2 

 
4. From the CDFI Annual Certification Report Detail page, click the Certification link to be directed 

to the Certification Detail page. 
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Figure 33. CDFI Annual Certification Report Detail Page 

 
5. To view the CDFI Annual Certification Report and report status, click the CDFI Annual 

Certification Report related list link and view the records and statuses in that section. 

 
Figure 34. Certification Detail Page 

 

Click the Certification link to 
return back to the 

Certification detail page. 

Click the related list to view 
the records in that section. 

View the status of CDFI 
Annual Certification 
Report records here. 


